.

.
i . , \ s . /
N S——— **

:/ﬁ“ HR-RM 1 _ REOW T FOR RECORDS RETENTION SCHE ‘E . Sc&ﬁn&.
‘& (11-1.56) . - 2
Hell of Records *o be Susriitted to the Records Management Livision >
Commission Hall of Records Commiscion : NO.
' ‘1. Requesting Agency I 2. Division or Bureau of Requesting Agency

BALTIMORE COUNTY OFFICE OF FINANCE; EMPLOYEES' RETIREMENT

3. Authorization Requested (Check only one of the squares below).

B - C
i f present accumulotion. No Establish retention schedule for re- Microfilm and destroy originals.
Eﬂﬁiﬁ; porccumulaﬁon is antici- . cords for which there is a continuing Originals if not microfilmed would be
poted. Records have ceased to have volue accumulation. The records will cease to’ retained for the period of time indicated.
fo warrant retention. have value to warrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or ochv:ty to which the records relcte inclusive dates and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
1. RETURN OF CONTRIBUTIONS FILES (1948-present; est. 25 cu. ft.;

annual accumulation, est. 1 1/2 cu. ft.)

This is an alphabetical file of forms and attachments: application
for withdrawal of membership in the retirement system, computation

of amount due, application for membershlp, physical examination
results, etc.

This file documents returns of contributions and interest for
members who have withdrawn from.the system, and for which the
County has no continuing liability. This is an obsolete file
. of terminated membeis. !

RECOMMENDATION: RETAIN FOR FIVE YEARS AFTER THE REFUND OF
CONTRIBUTIONS AND INTEREST; destroy accumulation.

2. | Closed Case Files: (1948-pres.; est. 4 cu. ft.; 1/2 cu. ft. per
year) '

This is & file of individual file folders containing correspondence
and forms regarding deceased members of the retirement system.
Each folder contains forms and documents relating to application
for membership in the retirement system, computation of pension,
correspondence with beneficiaries about supplemental benefits,
cashing finzl check, etc. These are obsolete files of deceased
members, for whose accounts the retirement system has no further
liability. Their reference value ceases after audit and income tax’
requirements have been fulfilled.
RECOMMENDATION: RETAIN FOR FIVE YEARS AFTER THEE END OF RETIREMENT
BENEFITS; destroy a:ﬂvi?L::;on

Agency, Division or Bureau Representatlve (CounLy “approvals (BCC, 25A-5 (bl) have been secured)
%A‘z Records Management Officer _ May 27. 1966

.algnoture Title Date
chedule Authorized as’indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
‘ecords Commission. * Public Works.
o .
i29e M §. w J~/2-¢¢
o Dcte Archivist Date Secretary
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5. Description of Records
Describe records accu ately. Include title, form number, size of documents,

6. Recornmendation
of Hall of Records

worle or activity to wiich the records relate, inclusive dates, and quantity and Board of Public

(cubic or linear feet). Show recommended retention périod.

INACTIVE GENEZRAL FILES:

Works.
1952 (?) to pres.; est. accum. 1 1/2 3:>
cu. ft. per year. . —
l—
This is a lecter-size file folder accumulation which contains copies =4 -
of requisit‘ions, purchase orders, minor corresponsence, appointments = -g
for physical examinations, etc. : ARG
A substantial part of the file is non-record. <2 o
C.';: fo> )
RECOMMENDATION: RETAIN RECORD ITEMS FOR THREE YEARS, then destroy (’; “Z
all items of no continuing legal, fiscal, or E; A
administrative value. = O
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. BAL TIMORE" RECORDS RETENTION SCHEDULE NO.
’ COUNTY, MD. : FOR 6
.. MENT ) ) RECORD OR FILE . EFFECTIVE DATE
OFFICE OF FINANCE . RETURN OF CONTRIBUTION FILES; ‘ 7"6
LPLOYEES RETIREMENT SYSTEM INACTIVE FILES AND CLOSED FILES \6&'

SCRIP TION

-Return of Contrlbutlon Files (1948 54 in central storage, est. 3 cu. ft.; est. 1 1/2
cu. ft. per year.)
This is an alphabetical file of forms and attachments: application for withdrawal of
membership in the retirement. system, computation of amount due, application for membership,
physical examination results, etc. This file represents returns of contributions and
interest, for which the County has no continuing liability.
B. Closed Case Files: (1948-54 in central storage, est. 1/2 cu. ft.)
These are individual files of correspondence and forms regarding deceased members,
generally with beneficiaries, about supplemental benefits, if any, cashing final check,
etc. They contain forms and documents relatlng to appllcatlon for membership, computation
of pension, etc. .
C. Inactive General Files: Mostly non-record copies of requisitions, purchase orders, minor
" correspondence, appointments for physical examinations, etc. '

I ' APPRAISAL AND EVALUATION

These are obsolete files of terminated or deceased members, for whose accounts the County
has no further liability. Their reference value ceases after aud;t and income tax
requirements have been fulfllled

Up to the present time, members had no vested rights in the retirement fund, and termi-
ted members contributions were returned regardless of length of service. The possibility
future ''vesting' with its retention of. records until retirement age for many terminated
employees, suggests destroying the records of returned contrlbutlons at the expiration of
required retentlon periods.

. RETENTION PERIOD SEE STATE SCHEDULE

- RECOMMENDATION: Provided audit requirements have been fulfilled:

A. and B. RETAIN FOR FIVE YEARS AFTER THE RETURN OF
CONTRIBUTIONS OR END OF RETIREMENT BENEFITS;
destroy accumulation.

C. RETAIN RECORD ITEMS FOR THREE YEARS, then destroy
all items of no continuing legal, fiscal, or
administrative value.

SPECIAL INSTRUCTIONS . ' DATE RECORDS MANAGEMENT OFFICER
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DATE COUNTY ADMINISTRATIVE OFFICER
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